APPLICATION FOR RECORDS RETENTION SCHEDULE L i e AL oL

REdORDS MANAGEMENT DIVISION
INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. ’Forward signed original to

Department of Archives and Hnstory Reoords Management Division, 330 Capito! Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. :

FOR AGENCY USE 1. Agency Address - FOR RECORDS MANAGEMENT USE
Application Date - | Department of Education Application Number
0ffice of Administrative Services 7 A
— : Fiscal Services Division : ‘ q = 2 li-_ ~ ke
Application Number Accounting Services Section Date Race_'md Bfm&:mpleted--
L _ Atlanta, GA 30334 JuL 221881 | AUG 7 1984
2 Person to Contact Working Title Telephone Number
Arvil Ensley . 7 T ' Adminisfrgﬁprh‘ L 656-2497

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b. _C] Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No, ___75-2 15 Check One; X Change; [ Supercede; 1 Void
4. Dates of Series : 5. Records Series Title (followed by title used in office; if different)
Earliest . lLatest !

1958 | To Date Education Grants Accodnting Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

No Ch@_gg;.
7. Record Series Description This file oontams the follow;ng documents (mclude form nurnbers and titles, if any).

Attach samples of the file.

Documents relating to:  administering the payment of state and federal grants to local school systems, regional
' libraries, other state agencies and individuals.

Included are: No Change
File is arranged: No Change
8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold . __; Seven to twelve monthsold . _.; Thirteen to twenty-four months cld :
. twenty-five months and older ?
9. Annual Rate of Accumulation of Records .
Lettersizedrawers " ';legalsizedrawers _______ ;Shelves __~_ _;Other (specify)

AR-50-71; Rev. 76 ~ T : ‘ (Over)




-
- =

YES | NO ] 10. Questionnaire _(Place an *’X"* in the proper column}

a. Is this the official copy of the series?
if not, where is it? —

b. Does the seties contain confidential information mqumng secuntv handling? 1f yes, mte Iaw or regulation.

. Is thli a vital record?

c .
d. Does this series have historical or Iong term researeh value?

e. When one or two documents in the file make it necessary to keep the entire file for a iong period, could these
documents be scheduled separately?

f._1s the information contained in this series ever oublished? If ves. attach copy.

g. Is the inforration contained in this series ever analyzed and/or recorded in a summarized report?
_If ves, attach cooy,

h. is there a duplication of this series in your office, or in another office or agency?
It ves, where?

L_Is this mmlo_ar_nmcmnma_mmummumsm

—i.._Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:
a. State Law : years, d. Audit period years.
b. Statute of limitation ‘ _._years. & Administrative need ) years,
¢. Federal law . years. “{. Federal retention instructions years.
Attach copy or excert of laws or regulations. Explain administrative need.
: ' NO CHANGE
112, Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:
O Calendar Year; @ Fiscal Year; O Other . i then,
B Holdinthe current filesarea ____~ month{s) 1 _vyear(s); then
3 Transfer to Jocal holding area; hold _________vyear(s); then
[ Transfer to State Records Center; hold 7 ___year(s); then
(4 Destroy.

O Transfer to State Archives for permanent retention.
O Other {Specify}

These instructions apply to all prior and future accumulations of the series.

| engy Head/Designes (Signature) Date | Records Management Officer (Signature) Date
' ; ; 37/;7)%@ ‘éiy& _Z_A?o/é;j Wolbeos X, Bmgm‘s@,\u, 7-/3- 8/

State Records Committes (Signature) Date -

1 Recommendations in para- . ‘
graph 12 are approved. State Auditor/Designee F s
{If disapproved, attach letter

{ of explanation.) .| Secretary of State/Designes (’, %M /-27-8)

o Attorney General/Designee ?7’/: “f h
AR-—B0—71; Rev. 76 {Reverss Side -
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QFFICE OF THE SECRETARY OF STATE
DﬁPARTHENT QF ARCHIVES AND HISTORY
RECORQS MANAGEMENT DIVISION

T BT T A A

!NSTFIUCT!ONS See Pubhmnon No. 76--8M-1 for rnstructuons on cornpletmq th|s form rForward signed original to !
Dapariment of Archives and History, Records Management Dwmon 330 Capitol Avenue, Attanta, Georgia, 303234,
Attention: Schedulmg Soct;on

APPLICATION FOR RECORDS RETENTION SCHEDULE

L ke e e e — e e e — - .

{_ FORAGENCYUSE |1, Agency Address | Fom nEconDs'mNAGEMEm usE
Apolication Date Department of Education Apptication Number T
10-21.79 Fiscal Services Division ' —
e ‘Accounting Services Unit 7 q,g' l:5_ ]
Application Number 132 State Office Building Dats Receivad Date Compmeq
: §
S fjx_tfl.anta, Georg:l.a 30334 . OCT3_ 1979 i }wv 1 6978 |
2 Plfson to Contact Workmg T'tic Tuephqn. Numbg; i
Arvil Ensley e Director 656-2497 |
-w 3 = SELTTTTT AR ST RS X D o s B = STt i T4 A T e T e T oyt iy it )
3. Action Floquested it
8. (B Estabusnh Retantion Schadule; racord will continue to accumulats.
b, {3 Dispose of present accumulation; no further accumnuiation anticipated.
‘& O Amend Apoplication No. ____ +-s- - Chack One; O Change; O Supercede Qg Void
4. Datas of Serias 5. Racards s«m Title (fol!awed by title used in office; if different]
Earliest Latest GM'\'
1959 [ Present Vocatlonal Educatlo%}\ccountlng Files N
[e ﬁ&gnlﬁdomee Function '. . What is the function of the Division and tha Of'face in which thls record series is & created? T

Accounting Services Unit provides the necessary accounting services to all orgam.zatlonal
levels of the State Department of Education for all monies received and disbursed on be-
half of education in Georgia. : :

e T S U - —— e A
B R

7. Rneord Series Dum;guo;t T"hus file contains the fouowmg documents !mclude form numbers and mfes it any,l
_ Arttach samples of the file,
Documents relating to: Paying vocational grants to school systems.
Included are:

Teacher contracts, expenditure reports, payroll reporis, projeckt
and grant documents, requisitions and other related computer '
printouts and correspondence.

~

Teacher contracts, project and grant document's,‘ ‘and regquisitions are

File is arranged:
: nuinerlcallir by s stem number. Expendlture reports and payroll reporis

——-___‘_.NA-,;.em s i e e o th-. R s e et ]
8. Monthly Referancs Rate aﬁ ow often ralroe rogorgs re-?L&'rv dyto wmcn are: _
Cne to six months old 2 25 . - Seven to tweive monihs old 25 —.; Thirtecn to twenty-four months old ._._H,'f’.

twsﬂtv tive months and older 2. times & year.

I —m»- EE i = = i = I e R Tl = Ty Tr e —
AR=80-71; Mav, 78 {Over) o )

T e me— B s =

9. Annual Rats of Accumulanon of Records R
mef-saze drawers ... _; Leqai-size drawers

"o - . Shelves . _;Other (specify) 13 boxgs

T T e m T T SLmEe e celme e e e e e mem — EERNE _——— -




-y

e e ——— — s R s i ——— - .

YES | NO 110. om:ionﬁéu; " iPlaca an "X in the proper coloma) e

. s this the ofﬁcxal copy of the series? ‘ ‘ T o
X ... Moot wheraisit? R o
b. Does the saries contain conﬁdent{al mformatton requiring security handlmg? 1f 995, site law or regulatton -
x e e e ——— e R . . I i - . B e |
X 1. c. 1s this a vital remfd? e o o ..._m_‘_,_m...,,,‘m,‘_,__,]

X 1. .d. Does this series have | hustoru:al or tong term resaarch value? . i
. When one or two documants in the file make it necessary to keep tha entira fne for a long penod cou!d these
N/. : dqcuments be scheduled separatelv? L -

X 1 _f._ Istheinformation contained in this series ever oubhshed? At ves, attach conRY.

: g. ls the intormation contained in this senes ever analvzed and/or recorded in a summarized report? :

X ) .. _If ves attach conv. _ _ S N e ]
h Is thers a duplication of this series in your offme orin another offics ot agency?

X | Myves where? S , - , e

X | i. lsthis series for 8 mafor portion n of it} requiarlv mtcrohlmed’ . S

X ,L_J. Does the record series result in a comaouter orintout? _ Part Of it is s computer printout.

L1 X e e ]

11. Rstertion Requiraments The foilowing requiras tha series to be kept:
R Sm;uw —— __.years. d. Audit period —_— 2 __...Yyears.
b. Statute of limitation — . Years. 8. Administrative need B . _years.
c. Federal law —_— 5 .years, f. Federsi retention instructions . _ . __ . __ __years.

Attach copy or axcert of laws or regulations Explam administrative need. . P.L. 93-380 and 45 CFR 100a.734.
Some "of these grants run for three (3) years. Three {3) years plus the federal require-
ment of five (5) years gives a total retention requirement of eight (8) years.

N

12, Approﬁd Dlsposxtnon lnmucuor.a Thls ag-:ncv rer:ommewds that the flie series be cut off at the end of each
O Calendar Yesr; B Fiscal Year; O Other _ . _ . . - _._then,

& Hoid in the current filesarea __.. = _month(s) . 2. _year(s); then
O Transfer to locat holding area; hold —_. . . _year(s); then

@ Transfer to Stata Records Canter; hold . 6 __yesr(s); then

‘@ Destroy. x

£ Transfer to State Archives for permanent retant:on

D Other (Specify)

Remrds Managemant Offlcar (S gnawre)‘—_______i_ _ ﬁifv_r_ffa—te i ,4.:._

Recommendations in
graph 12 are approved., State Auditor/Designee

(If disspproved, attach letier [ :
of sxplenation.) }cret a/Desigres

B e S mw,.s.d.%m’-""L

Attomev Geneml/Deﬂgnee



